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ABOUT THIS TUTORIAL

DO NOT USE THIS TUTORIAL UNTIL YOU HAVE ANALYZED THE ENACTED
BUDGET FOR IMPACTS TO ACTIVITIES AND DOLLARS.

This tutorial was developed to take budget staff through two options for recasting the Enacted Budget by
activity using BDS. The sample budget developed in this tutorial is developed at the program level
using the most basic features of BDS.

This tutorial can be used for individual practice, or developing the agency budget request. Actual values
to be entered when using for practice are highlighted on each task. Each task is preceded by a brief
explanation of the task and its importance in your budget development as well as general business rules.
Specific business rules and recommendations for entering your budget are denoted with a Ll on the
task. Appendix 1 contains a central listing of all these business rules.

Every effort is made to ensure that the BDS tutorial and OFM Allotment Instructions agree in every
way. In the case there is a discrepancy, the Allotment Instructions take precedence. Please complete the
Tutorial Evaluation at the back of the tutorial to report any discrepancies found.

Not every feature of BDS will be covered in the training. The BDS Complete System Manual is
available to users. That document explains every function of BDS screen by screen and is all-inclusive.
It will be made available to those who would like a copy at training sessions or is available on-line in the
BASS Library under the BDS reference desk (http://systems.ofm.wa.gov/basspt/library/bds.html or
https://fortress.wa.gov/ofm/systems/basspt/library/bds.html) for Fortress users. Full documentation on
all BASS products is available in the BASS Virtual Library available on-line at
http://systems.ofim.wa.gov/basspr/library/ or https://fortress.wa.gov/ofm/systems/basspr/library/default/
for Fortress users. The library may also be accessed by the help links available in the BASS
applications.
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OPTION 1 — RECAST YOUR BUDGET BY DECISION PACKAGE
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Option 1, Task 1 — Create your Enacted Budget Version

Prior to entering the enacted budget into BDS, a new version will need to be established. A version
contains a group of related decision packages, much like a Windows directory or folder. In this case the
relation is all the decision packages that comprise of the agency biennial enacted budget. This step will
take the user through entering the new version.

1. Open Internet Explorer and enter the login address
http://systems.ofm.wa.gov/basspr/login/login.asp (or
https://fortress.wa.gov/ofm/systems/basspr/login/login.asp for Fortress users) in the address bar
of the browser.

2. Use your login ID and password to log in to BASS. If you do not have a login ID and password,
a security form is included in the back of the tutorial. Follow the instructions on the form.

3. Select the calculator icon for Budget Development System (BDS).

B

4. From the BDS Menu select Other Budget Management Options / Version Management /
Add/Update Version.

BDS Menu
Load my agency budget baze [AFRS Extract)
Adjuzt my budget baze [View/Edit CB Level Decizion Packagez|)
Add decision package to my base
Update decision packages
Re-priontize my agency's decision packages
Lock a decizion package
Lock a budget version

Diher budgel management oplions Decizon Package Control '

Priontze Decizion Packages
Yenlfy data to be released to OFM Agency Decivion Package | dentfication |
Merga Decision Packages :
Verson Managament Add/Update Verzion I
Copy/Merge Veszion
i Tthi_“ gt b A S ' Delete Version
AFRS Extract St Dietault DP Filtes

5. Select the appropriate Budget Period using the dropdown list box. 2005-07
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Budget Management Conzole - Verzion Management

| Fle Edl View Toos Repons Help

idd/U pdate Version ] Copy/Meige Version | Delele Version | Set Defaul DP Fiters |

Budget Pesiod: | 2005-07 'I
Version Title Budget Source Budget Type

1 |BE Brads Vieizon '.ﬁ.genq,l | Fegulai

2 |CB Vickiz CB Agercy Regular

3 |CF [ ata load from WinSum Agency Regular

4 VR Wickis Test Version Agercy Regular

5 EM Enacted Recast Enacted
Frst Year Supplemental
Second Year Supplemental
CE 2red Year Expenditure E stimates

4] | v
Hesst
| Agency: 105 o 50153

In the last row of the Version column enter any two-digit code (numbers and/or letters in any
order) to distinguish this version then hit the Tab key. £ Note: Your version code entered here
is independent of any previous version codes in prior BDS budget periods, BPS?2 indicators, or
published budgets available in the BASS Version Reporting System. This code is your own.
<Your initials>

Assign a title to your version and hit the Tab key. The title may be anything that helps you
distinguish what this group of related decision packages represents. <Your Name> Practice

Select Enacted from the list of Budget Sources available in the dropdown list.

Select Regular from the list of Budget Types available in the dropdown list box and hit the Tab
key. You should now see the version you just added in blue font in the appropriate spot of the
version list (use the vertical scroll bar to scroll if not visible on the screen). It will be sorted into
the existing list based on the two-digit version code.

10. Hit the Save button to save the version.
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Option 1, Task 2 — Review and Edit Agency Activities

BDS copied all activities considered to be the “official” activities as of the last Governor’s budget into
BDS when you added the version in the previous step. This will be the starting point for organizing and
describing your activities to reflect the enacted budget. This may require adding activities for new
funding or deleting activities that have lost funding or are being consolidated into other activities.

1. Select Tools / Agency Activity Description from the BDS menu bar.

Select s Ackivily fram e list

Lctivity Fields Locked = t
AD0T Accouting Services for Dther Agercies [
AD02 Adminiztrative Achity s Bl itk

AD03 Asessment Fapments on State Lands

A004 Budget Drneer and Exparnditure Forecasts, Research, and Monitorg
AD0D5 Central Financial Systems Development and Mainbenance

A00E Collective Banganing

A007 Crrninal Hiztory Federal Grant

A008 Governors Budget Development

4009 Ofice of Regulatory Assistance

A0 Perzonal Sesvice and Client Service Contracts

A0 Populabicn E stimates, Forecasts, and Census Data

A012 Rizk Management

al | -Iﬂ

13 Available Actiities

I A A A A b L

?E.-denc_l,l: it S g Bul:b_HLﬂeL#.LL ................................ [ ................................... i

2. Select Reports / OFM Reports / Agency Activity Inventory from the BDS menu bar to run
the Activity Inventory report for reviewing the “official” activities.

3. Select No when asked if “Do you want this formatted for Word?”
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Gl i i A ..Fienum
| % & & =fioox S| o 1 o1+ P M ou [ M Ei|
Pre\q'ewl ;

Agency Activity Inventory
by Agency
Appropriafion Period: 2005-07 Activity Yersion: EM - Enacted Recast

Agency: 105- Office ofFinancial Management

ADD1 Accounting Services for Other Agencies

The Office of Financial Mavagewent (OF M) provides compreherstes, cost-effecinee accounting, budgetmg, and pagroll services to
small agencies. Small fgency Client Services (SAC3) serves as the fiscal officer, financial sdvizor, budget officer, and service
coordirator 10 these ageneies, SACS saves the state money by corsolidating the badget, payroll, and sccounting setvices of stnall
sgEncies

Statewide Result Area: Improve the ability of State Government fo achieve its resulis efficiently and efectively

FY 2006 FY 2007
Tuital GFS Other FTEs Tatal GFS Orthver FTEs
W 1] € o w0 1] w0 [131]

Expected Results:

Diollay and FTE otaf¥ savinge for the state. Small agencies can fooue thetr efforte on echieving their mussices and goale. Mamtam
Click the printer icon to print the report.

Review the report to determine changes that need to be made to titles, descriptions, expected
results and performance measures.

Note activities that should be deleted because of a lack of funding or consolidation with
another activity.

Note that these fields may be locked in the “official” version meaning you will not be able to
update the locked field(s) or delete the activity. In this case you will need to contact your
OFM analyst to request the fields be unlocked so that you can make needed changes.

Click to select an activity that is to be deleted and is unlocked.

If you need to delete an activity, select Edit / Delete Activity from the BDS menu bar.

Activity Descnption Console - Activity Selection

R
" Edit Detail

Aetiv

Add Activity

e e ey

Actraly Fields Locked = ‘
ADE Gowvernor's Budget Development
AODS Office of Regulatony Assistance
ANND Pessonal Service and Chert Service Conlracts

A0 Population Estimates, Forecasts. and Census Data

4012 Bisk Management

AN Statevads Accourting Polcies and Repotting

A4 Statewsds Economic and Revenue Foiecasts, Fizcal Planning, and Rezearch
A5 Statewsde Policy Development for Governor's Office

ADNE Washington Commission for National and Community Services

AT WorkFast Program

e Compensation Cos

L =C| = = = |=C =€ = = =C|=C

ZZ Middle Management Reduction
o | e[
19 Avalable Activities

=
a

Agency: 105 Budget Period 200507 Version: EN Package Program:  Budget Levek ALL ' [50153
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10. Select File / Save Changes to permanently delete the activity.

11. Double click to open an activity requiring edits.

Activily Description Console - Activily Detail - Aclivity: ADDS
File Edt View Tools Reports Help

Actrvity Detail | Activity Resuls |
Code  Actvity Tite @

|- 00k ItEﬂIrEﬂ Finamcial Spsterms Development and Mantenance

Activity Degcriplion Primary Statewide Besuk ivaa B

The Office aof Financial Management's [OFM ) Cenbral Frnancial & Ilrrpluve the abdity of State Government bo achieve itz resultz Eﬂj
Systems Development and Mantenance section develops,
implernents, maintai, and supports statewids financial systems Addtional Statewide Resul Amae B [ Selected ltemz Ok
for uge by state agencies. The hnancial systems prosaded by -
OFM include accounting, budgeting, and repoiting systems that Supported Title
allows agencies bo manage thei inancial operations and budget | Improve student achievement in elerentary, middl
performance, OFM centrally provides these core financial B Improve the quality and produchvity of our workfor...
spstens s thal each agency does not have to develop, . .
operate. and maintain these systems individualy, ensuning the I Improve the value of Postsecondary Leaming
mairlenance of accurale and centialized accounting of the i =1 Improve the health of Wachington citzens
ot o Imprave the security of Washingbon's vulnerable ..
| Improwe the economic vialbty of businesses and .,
Irmsena. sbabmisiiela mobilie of rasnls. sands infe I:.J
*

il
Pragrams Affecled [e.g.. 00, 020, 030)
{110

| Agency. 105 Budget Period 200507 Version: EN Package Programe  Budget Lewel ALL | | 50153

12. Make changes to the title, description, statewide results areas, and program as necessary. £
Note: The field must be unlocked for you to make changes. Contact your OFM Analyst to
request unlocking.

13. Click on the Activity Results tab to view expected results and performance measures.

Achivity Descnption Console - Activity Detail - Activity: ADDS

Related Pedormance Measures I~ Selected ltems Only
Supported Pesformance Measure =
] 1010 Fazkack Peports -
¥ 10200 Travel Voucher System Youchers
# 8070 Harsds-off Payments
#

8020 Electrors: Payments

oL L]

Evpecied Resulls &

Masmnize the value of the ale's investments in financisl snd sdminishiative syslems Shesmling business processes to make il easier 2]
for state employess to pelform ther pbs. Provide easy, timely access to valable infcemation o improve decision making and
operational effeciveness. Dive sn enteipiize-vade Ramewoik thal supooits the cost effechve delvesy of a modein, secue,
riegrated suke of financial and administratree spsbems.

14. Check or uncheck performance measures as needed to support the activity. L4 Note:
Editing performance measures, including adding and deleting, is thoroughly described in the
Performance Measure Tracking tutorial. Changes to performance measure descriptions are

Page 11 of 45



not recommended until the new Performance Measure Tracking (PMT) system is
implemented in early July 2005.

15. Update the Expected Results narrative as necessary to reflect the activity as funded. £
Note: Either Supported performance measures, an Expected Results description, or both are
required.

16. Select File / Save Changes to save changes to the Activity.
17. Select View / Activity Selection to return to the list of activities.

18. If you need to add an activity, select Edit / Add Activity.

Activity Descriplion Console - Activity Detail

| File Edi View Tools Reports Help

Acthvty Detail | Activity Resubs |

Code Activity Tithe
|r-1Ew1 ISWFE Trairig

Auctivity Dezenplion Prinary Statewide Aasult Area

Thiz activity supports raining agency customens in statewide 21 [Irr.pn:we the abilty of State Govermert to achieve ks 1esuks Bh‘j
francia systems,

Addbonal Statewide Besl Areas I~ Selected Items Only
Supported Tl =
Improvee sudent achisvement in elementany, madd,.. —
I~ Impronve the quakty and peodisctivity of our veorkfor,..
= Imprave the vahie of Pastsecandary Leaming
Improve the heakth of 'Washington citizens
x “ Improve the zecunty of Washington”'s vulnerable .

Impienee the economic vitaity of businesses and in...
Irmmrmasm ok abaueds makibh o nannla ameds e “

a I

Programe Alfected [e.g., 010, 020, 030
|1 11
 Agency: 105 Budget Peiiod: 200507 VYession: EN Packsge Programe  Budget Lewvet ALL | {50153

19. Enter the Activity code, title, description, statewide result area, and program reference.
20. Select File / Save Changes.
21. Select the Activity Results tab.

Page 12 of 45



Activity Description Console - Activity Detail

| File Edit View Tools Repors Help

Acthvity Detail Activity Resuls |

Related Perfomance Measwres [~ Selectsd Items Only
Suppoited Perormance Measure 4
i 10 Fastrack Reports
] 1020 Travel Voucher System Vouchers
= 2N0 Hands-off Payments
H 8020 Electronic Paymenis
¥ MEWT Murnbss of students tramed

Expected Results
Improved accuracy of agency work and submittal to OFM = |
]
Agency: 105 Budget Period 200507 Versiont EN Package Program  Budget Level ALL ' 150153 |

22. Click to check performance measures that relate to this activity.

23. Enter the Expected Results narrative to reflect the activity as funded. £L Note: Either
Supported performance measures, an Expected Results description, or both are required.

24. Repeat this task for each new, deleted, or updated activity for your agency.

25. Select Reports / OFM Reports / Agency Activity Inventory from the BDS menu bar to run
the Activity Inventory report for reviewing the “official” activities.

26. Select No when asked if “Do you want this formatted for Word?”
27. Print the report and click the Close button to return to BDS.

28. Review the resulting report to ensure the activities read as you intend and accurately describe
the activities of your agency.
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Option 1, Task 3 — Copy Latest Budget Version and Edit

Option 1 is a method to recast by decision package. The version with the agency request that was
released last year should be a good starting point. From here you will edit the version to match the
budget as enacted.

1. Select Tools / Version Management from the BDS menu bar.

2. Select the Copy/Merge Version tab.

Budget Management Console - Yersion Management

Fle Edit View Tools Repotts Hep

Add/Uipdate Version  Copy/Merge Version | Dielste Version | Set Defauit D Fitess |

Copy Fram: ™ Copy lecked decision package only

Budget Pesiod: Vessiors: with data: Package Progran Budget Lesset
{00507 =] [BK - Brads Version = e =] an -]
Copy To:
Budget Pesiod: Vession
2005-07 EM - Enacled Recast i

I~ HAeplace existing Decizsion Package data

Copy I Reset I

Agency 105 ' | 50153 |

3. Select the appropriate Budget Period and Version (the most up-to-date version, most likely
your agency submittal version) in the Copy From section.

Leave the Package Program and Budget Level as All.
Change the Copy To version to the enacted version entered in task 1.

Click the Copy button and Yes to confirm settings and OK when completed.

N ok

Select Tools / Decision Package Management.
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Budget Management Conzole - Decizion Package Management

| Fle Edt View Took| Repoits Help

Decision Package Cartrol E Prictitize Diecision Packages | Agency Decision Package Identiication | Metge Decision Packages |

et [l L Soty | Py | Saws | Lok
1] jCB-o0 Cuirent Beinnium Extract L] Final =
2 CL-0% 9N Contracisal Dbligations 0 Firal 7
a CL-02 40 Equipment & Software Licenses o Fral 3

4 CL-03 H34/52 Integrated Permit System ] Final H
5 CL-04 59 Citeen Corp 0 Final I
B CL-05 Implement Collective Bargaming 0 Fral =
7 CL-08 Land Use Study ] Firal =
g CL-09 Medicaid Forecasting 0 Fral !

- CL-10 Monecon Damages Tazk Force 0 Final E:
10 CL-11 K-12 Health Care Study 0 Final I
1 CL-8l Self Inswrance CF 0 Final i

o | : i

Feset St | SetFitertodl |
e
|-l'1ﬂ5fﬁ': 105 Budget Pesiod: EWH: EN Paekage Prograne  Budget Lewet ALL | | 5.0153

8. Verify in that you are in the Enacted Recast version by checking the status bar at the bottom
of the screen.

9. Ifnot the correct version select File / Change Version/DP Filter.

. Decision Package Filter Screen

Decision Package Filter Critena
Enter the information belom that will define the filker criteria,

Budget Perind: YYersion:

[200507 =] |EN-Enacted Recast =l
FPackage Program: Budget Level:
I- Agency Lewvel - j All -

[~ Wiew Locked Decizion Packages Only

ak. | Reset | Cancel |

10. Update the filter selections to reflect the Enacted Recast version and click OK.

Delete decision packages

11. Click the box to check in the Delete column for each decision package that was not funded at
all in the enacted budget.
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12. Click Save to initiate the delete.

Confirm Delete

Delete Decizion Package
Pleaze confim the deletion of the followng decision package.

13. Select Yes to All on the Confirm Delete box to delete all decision packages. Alternatively,
you may opt to select Yes and have each decision package presented to you individually.

Add decision packages

14. Select File / Add a decision package from the BDS menu bar to add a decision package
added to your budget either by the governor or through the legislative process.
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w_Add Mew Decision Package I

Mew Decizion Package
Enter the rformation below that wil define the new decizion package.
- View Decision Package Codes
Budget Penod | 200507 = Egiimamas
| = p 7 '
Wersion IEN - Enacted Recast 3 A:Wahhb for tres Yession d
|28
Budget Level |PL - Performance Level |
-~ Diacision kam Codm e o e oo ﬁE » beest
4F =
- = e onatlecades
Package Program  |4gency Level =l
Package Titke [HB1234 New Stuli
Package Long Title | =
=
~ mpmthsmpmknguitﬂﬁm Duc'ﬁimpmka&ufhruﬂbunmd&d.l
Save i Cancel I

15. Select the appropriate Budget Level and Decision Package Code for the decision package.

16. Keep the Package Program as Agency Level. L Note: There is an option to add a
decision package as several separate decision packages by program. See the BDS Advanced
Tutorial in BDS help for more information on using package program for this purpose.

17. Enter the Package Title, click the Open after Save check box, then click Save to save the
decision package.

Confitm Selections |
Werky the folowing selected fems phor bo saving:
Budget Petiod: E‘?{Gﬁﬂ?

Werzion;

Agencyr
Program:
Budget Level
Package ID:
Packags Tifle;

AL
HE1234 Mew Stuff

105
FL

18. Click Yes after confirming the selections.

19. Select Edit / Expenditure Detail Amounts once the decision package opens to the
Narrative screen. L4 Note: Narrative is not required for the Enacted Budget Recast nor
will it be sent to OFM. Agencies may choose to enter text such as the Recommendation
Summary text for their own electronic record.

20. Select the Affected Programs/Activities tab.
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. Decizion Package Console - Expenditure/Stafling D etail Amounts - PL-AC HB1234 New Stuff

File Edit Veewe Toods| Repoitz Heb

Fund Detai | Objects of Expenditure Detad | FTE Detail  Affected Programs/Activties | Expendiure Motes |
Addbons o removals of Afected Programs/Mctiatias i thes window affect the awpenditure
dietail workczhests onky,

Programs/activites (incladng Agency Level] can be added bo or temoved from the Affected
Frograme/Actvites list

Avwailable Progranms #rvalable Activites Affected ProgramsfActivities

Agency Level A A0 Aceounling Seraces for Othe =] 08005 Cantral Firarcisl Systams D
0710 - Admirestration ADDE Adrinist abhee Activity

020 - Budiget A3 Arseszment Payments on Stat ¥

030 - Information Seraces A004 B t Diivvest arsd E sperditun

040 - Accourting & Adminis

= ing r Add the selected aclivilies for the selected program |
- S latewide Socounbn ADN0E Collectve B argarirg ;

OB - Statewide Policy A007 Criminal Histary Federal Grant

070 - Forecasting A008 Governor's Budget Developme

040 - Management 1 14009 Office of Regulatosy Azsistanc

083 - Rizk Management - Al A010 Persona Servce and Chard S o I
040 - Lid A0 Poputation Esfimates, Forecas

110 - Statewide Systens =] 4012 Rizk Management =l

Save I Cancel |

50053

Agency: 105 Budget Pencd 200507 Versior: EN Package Progiam: Decision Package: PLAC

21. Select the appropriate Activity and Program combination(s) for entering the decision
package funding, click the > to move to Affected Programs/Activities. L2 Note: Program
level detail is not required for the Enacted Recast when the agency is not appropriated by
program. However, we strongly recommend that you recast by program since this recast
will likely become the base of the next biennium budget request. Having a base by program
and activity will make budget development easier given the submittal requirement of the
Programs by Budget Level report.

22. Double click the Agency Level from the Affected Programs/Activities to remove and click
Save.

23. Return to the Fund Detail tab.

Decizion Package Console - Expenditure/Stathing D etaill Amounts - PL-AC HB1.234 New Stuff

File Edit View Took| Repotts Help

Fund Detail | Objects of Expenditure Detal | FTE Detail | Affected Programs/dctivities | Expendiure Notes |

Fued AT m 110 # Act 110/ Act

"G | FedAThe | ToaFvams | Tealfvaer | AERIONS AR 200

196 Data Processing Revy - Hon 4 150,000 175,000 150,000 175,000
Total Fund 419 150,000 175.000 150,000 175.000
== Enter Fund Here

Total 150,000 175,000 150,000 175,000
Bienrial Total I 325000 F25. 000

'A1|JEEu;|gE|tF'znnﬁﬂ?'-.l'ammENFankagangam DamsmnFankagafF'L-AI: e
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24. Enter fund(s) for the decision package to the left of € Enter Fund Here and hit tab to add
the row.

25. Click on the row for fund 996-Z and select Edit / Delete Worksheet Row to remove this
row.

26. Enter the dollar amounts funded for each fund, program/activity combination, and year. £J
Note: The amounts by year are only required to match OFM by year when the fund is
appropriated by year. If not appropriated by year then the total of both years is required to
match the biennial appropriation. Keep in mind this will version will roll into your base
budget in the next budget development cycle when entering your estimates.

27. Select the FTE Detail tab. L4 Note: Objects are not required for the Enacted Recast.
Agencies may opt to include object information in light of the fact that this version can be
rolled as the base for the next budget development cycle.

28. Enter fund(s) for the decision package to the left of € Enter Fund Here and hit tab to add
the row.

29. Click on the row for fund 996-Z and select Edit / Delete Worksheet Row to remove this
row.

30. Enter the FTE amounts funded for each fund, program/activity combination, and year. £4J
Note: The amounts by year are only required to match OFM by year when the fund is
appropriated by year. If not appropriated by year then the total of both years is required to
match the biennial appropriation. Keep in mind this version will roll into your base budget
in the next budget development cycle when entering your estimates.

31. Select File / Save Current Tab Set when all estimates have been entered.

32. Repeat steps 14 to 31 for additional decision packages added.

Update decision packages funded at a different level
33. Select View / List Decision Packages by ID from the BDS menu bar.

34. Click once to highlight a decision package that was funded at a level different than your
originating version.

35. Select Edit / Expenditure Detail Amounts from the BDS menu bar.
36. Go to the Affected Programs/Activities tab.
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Decision Package Console -

Expenditure/Staffing Detail Amounts - PL-0H OFM Server Room Consolidation

| Fic| E&t View Took Repots Help

Fund Detail | Objects of Expendiure Detai | FTE Datal | Afiecied Frograms/Aciviies | Expanditae Notes |

Addtions or remorvals of Affectad Programs./Activiies in thiz window affect the expendibse

detail work shests only.

Programs/dctnaties (including Sgency Level] can be added to or removed from e Affected

Programe/Actiaties izt

Aovailable Programs Available Actrabes Affected Programs/Achvites

Agenicy Lavel = A007 Accounting Services for Dbher = 0002 Admirestrative Activity =]
070 - Adrinizh aboen AN02 Adrriztiative Activig g 02024008 Govemnors Budget Devel
020 - Budget A003 Azzestment Payments on Stat I 04024007 Accourking Services fo [
00 - Infoemation Senices ADD4 Budget Diiver and Expenditure 0402ADD Perzonal Service and Clis
040 - Accounting & Adminis A005 Central Financial Systems Dey E0/AD 3 Statewide Accounting Po
050 - Stalewide Accounting AN06 Collective Bargaining I DE0/ADTS Siatewide Policy Develar
0ED - Stalevade Pokcy AD07 Crimmnal History Federal Giant 07044004 Budget Drrver and Expen
070 - Foeecasting A008 Goveirae's Budgel Developm: 07024017 Populabon Estrates, For
030 - M anagenmert AN09 Difice of Aegulatony Assstanc 070/4014 Ststewide Ecaonomec and
(23 - Rizk Management - Al ADT0 Personal Service and Chent 5 £ | 08074006 Collective Baigaining =
a0 - Lid A017 Population Eztimates, Forecas 08324012 Rk Managenment

110 - Statevade Systems =l |&012 Risk Management | 11044005 Central Francial Syztems =]

|A;|m:g.l: 105 Budget Period: 2005-07 Version: EN Package Program:  Deciion Package: FL-OH | | 5.0153

37. Review the selected programs and activities to determine if additional combinations need to
be added.

38. If needed, select the appropriate Activity and Program combination(s) for entering the
decision package funding, click the > to move to Affected Programs/Activities. £ Note:
Program level detail is not required for the Enacted Recast when the agency is not
appropriated by program. However, we strongly recommend that you recast by program
since this recast will likely become the base of the next biennium budget request. Having a
base by program and activity will make budget development easier given the submittal

requirement of the Programs by Budget Level report.
39. Click Save.

40. Return to the Fund Detail tab.
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41. Update estimates to reflect the decision package’s funded level.
42. Go to the FTE Detail tab to update the FTE levels.
43. Select File / Save Current Tab Set to save changes.

44. Repeat steps 33 to 43 until all decision packages match the funded level.
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Option 1, Task 4 — Verify Enacted Version

Now that your decision packages by activity reflect the Enacted Budget you will want to verify that this is
true and run a pre-release edit report to see if BDS finds any errors in the version.

1. Select Reports / Working Reports / Maintenance Level Totals for Activity Recast from
the BDS menu bar. L4 Note: Although the menu bar option reads that the report is for
Maintenance Level, the actual report is looking at all dollars and FTEs through Performance
Level.

. Budgel Summarny Console - List Decizion Packages by 1D

| Fle Edd View Tools Reports | Help

Decision Package Detail »
Decizsion Package Listing »

Lizt Decizion Packages by

: R [ Th
mfg: Eﬁ Yarsion Tiles m;? P;:g:.:r Sl',abus_ _L_|
1 ‘Working Repaorts Recommendation Summary [CB Detail)
2 | Rrecommendation Summary by Agenicy Prioiity
3 CL-2 [0 Hepots i Mult-v'ear Recommendation Summany I
4 CLO3 H34/52 Integrated Permi 5 M aintanice Level Totaks: for Actly Recast
_____ R CL04 53 Citizen Cop
& CL05 Implement Collectyve Bargamng 0 Final
7 CL-08 Land Llze Shdy ] Final {
8 CLo9 Medicaid Forecasting ] Final |
g CL10 Monecon Damages Tazk Forcs ] Final I
b [0 CL-11 K12 Health Care Study 0 Firal
1 CLgl Self Insurance CF 0 Final =
o | o]
Sot | Setfiertodi |
|
 Agency: 105 Budge! Peiod: 2005-07 Veszion: EM Package Programe  Budget Level ALL | | 50153

2. Verify that the report indicates no balances. £ Note: A zero balance indicates that the all
dollars and FTEs are allocated to activities.
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Re.1

= [0z |- H M 4 1 aid P oM oom HM

State of Washington
Budget Level Totals for Activity Recast

Agency: 105 Office of Financ ial AMlanagement 132:01FN
Budget Period: 2005-07 402912005

Version: EN Enacied Recast

FTE Dollars
Program Fund 1st Year 2nd Year st Year 2nd Year
Grand Total 0.0 0.0 0 1]

3. Ifthere are dollars or FTEs in the report you will be required to adjust the version until all

dollars and FTEs are allocated to activities. You know this to be true when the report lists all
Zeros.

4. Click the printer icon to print a copy of the report if the report is not all zero. You have two
options for correcting the activity totals.

a. Verify the columns in each decision package have an Activity identified. When you
find a column that does not meet this condition you will need to add a new column
with activity using the Affected Program/Activities tab, reenter the amounts into the
activity column and delete the original column.

b. Follow the steps in Option 2, Task 3 — Create your bottom line recast to plug the
differences into decision package PL-9Z.

5. Click Close to close the report and return to BDS.
6. Select File / Exit to BDS Menu from the BDS menu bar.
7. Select Verify Data to be Released to OFM / BDS Budget Data from the BDS menu.
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w Pie-Release BDS Budget Data i

Pre-Aeleaze BDS5 Budget Data

ake pour selections belove.

Budget Period:  Budget Type:
{200507 =] [Regular =l

Verzion:
IEN - Enacted Pecast _v=

Fackage Program
JaLL B
D ecizion Package:

mn ]

ok 1 Cancel j

Select the appropriate Budget Period, Budget Type, and Version for the Enacted Recast
and click OK to run. L4 Note: You cannot limit to a particular package program or
decision package when the Budget Source of the version is Enacted Recast.

Review the report for critical errors and warnings and click Close when completed. A
complete listing of errors is available in Appendix 1 — Pre-Release Edits.

| % & & %= 10z v|;44| 1dt » oM om | W el

Frevvie |

(S

BAZE EDE State of Washington
Budget Development Systern Pre-Release Edits Report

Budzet Perid: 2005-07
Agency: s Cifflce of Financial haragement
YVersion: EM Enaeled Fecast

Package Program:  ALL
Deecigiom Pax bage: ALL

General Critical Errors (9)

Dieezripticn,

Sgency level bodget total of $14,343, 796 doss not watch the CFM boodget total of $16,277,000 i fued 00L-1 for fiscal year 2006, The diffirenee in 51,933,604,
Agency level bodget total of §13,792,851 does not maich the OFM biadget total af §15,221,000 in furd 0011 for fical year 2007 The differsnce is §.1,428 149
Agency level bodget total of $23,522,000 dees not match the OFM budzet total of $23,510,000 m furd 001-2 for the baeanmen. The difference 1= 312,000
Sygency brve] bodget total of 30 does not watch the OFM bodget total of $200,000 m fond 058-1 for the bisemiaz, The diffarence = §-200,000

Agency level budget total of §20,527, 200 doss not match the DFN budget total of $22,534000 in fusd 4154 for the bennsum, The diffsrence is §- 1,796,200
Agency level bodget total of $2,033,000 does rot match the OF MM budget total of $3, 102000 m fuxd 436-5 for the beennaum.  The difference Fi'ﬁgr;tbd:s_rpl_
Bugency lovel bodget total of 337,501,000 does not waich the OFW knadget total of $22,445,000 in furd 546-6 for the bismodum, The difference is 315,352,000,
Agency level budget total of 135.2 does not match the OFN budget total of 263 3 for fiscal year 2006, The difference i5-3.1 FTE=

Hugency leve] baodget total of 265 3 does not match the OFM budget total of 262 2 for fiscal year 2007, The difference 12 -2 9 FTEs

pia_releass. s

The most common critical error will be that the version does not match control
totals. The control totals are compared to the Enacted Budget, as it exists in
WinSum. You can view these totals for yourself using BASS’ Version Reporting
System (VRS) by running a Fund and FTE Detail by Fiscal Year on the version for the
biennium that is titled “Enacted Budget”. Contact your budget analyst if you have
questions or concerns regarding the control totals.
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10. Make corrections as necessary to resolve all critical errors.
11. Review each warning error to determine if further action should be taken.

12. Re-run the Pre-Release Edit report to verify corrections.
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Option 1, Task 5 — Release Version

Once you pass all pre-release edits you are ready to submit your version to OFM. You must have
security to release BDS data to complete this step.

Select Exit to BASS Main Menu from the BDS menu.

Click on the icon for Release Data to OFM on the BASS main menu. L4 Note: You do not
have the security to release data to OFM if you do not have this option on the main menu.

&

Agency: Office of Financial Management
PMTES - Tracking

Select the BDS tab.

BOS - Other

~Release Budget Data te OFM
Budget Period  Budget Type Yersion
E 2005-07 _':I | A - Redular '_""j I EM - Enacled Recas _':'J

F Include Marrative, Fund, FTE and Revenue.
Package Program
E:.:.__._!...;..'-.., __»J

Decision Package

E:.:.:.:_.:.'-: ecizion Package .L]

™ Include Working Capital.

Felease i

Select the Budget Period, Budget Type, and Version for release. L Note: You will not be
able to select a specific package program, decision package, or working capital when
releasing an Enacted Recast version.

Click the Release button.
. You should receive a message that the data has been released.

Exit and Logoff BASS.

Congratulations, you are done!
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OPTION 2 — RECAST BY ACCOUNT AND ACTIVITY AT THE BOTTOM
LINE
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Option 2, Task 1 — Create your Enacted Budget Version

Prior to entering the enacted budget into BDS, a new version will need to be established. A version
contains a group of related decision packages, much like a Windows directory or folder. In this case the
relation is all the decision packages that comprise the agency biennial enacted budget. This step will
take the user through entering the new version.

1. Open Internet Explorer and enter the login address
http://systems.ofm.wa.gov/basspr/login/login.asp (or
https://fortress.wa.gov/ofm/systems/basspr/login/login.asp for Fortress users) in the address
bar of the browser.

2. Use your login ID and password to log in to BASS. Ifyou do not have a login ID and
password, a security form is included in the back of the tutorial. Follow the instructions on
the form.

3. Select the calculator icon for Budget Development System (BDS).

B

4. From the BDS Menu select Other Budget Management Options / Version Management /
Add/Update Version.

BDS Menu
Load my agency budget base [AFRS Extract)
Adjuzt my budget baze [View/Edit CB Level Decizion Packagez]
Add decision package to myp base
Update decizsion packages
Re-prionbtize my agency's decizion packages
Lock a decision package
Lock a budget version {

Dther budgel management options [Decizion Package Control

Priontze Decizion Packages
Yerify data to be releazed to OFM Agency Decivion Package | dentficalion |
Mesge Decizion Packages
Verson Managament Add/Update Version
Copy/Merge Version
i Tthi_“ e R b Dielate Version
AFRS Extract Siet Dedault DP Filkes

5. Select the appropriate Budget Period using the dropdown list box. 2005-07
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http://systems.ofm.wa.gov/basspr/login/login.asp
https://fortress.wa.gov/ofm/systems/basspr/login/login.asp

Budget Management Conzole - Verzion Management

| Fle Edl View Toos Repons Help

idd/U pdate Version ] Copy/Meige Version | Delele Version | Set Defaul DP Fiters |

Budget Pesiod: | 2005-07 'I
Version Title Budget Source Budget Type

1 |BE Brads Vieizon '.ﬁ.genq,l | Fegulai

2 |CB Vickiz CB Agercy Regular

3 |CF [ ata load from WinSum Agency Regular

4 VR Wickis Test Version Agercy Regular

5 EM Enacted Recast Enacted
Frst Year Supplemental
Second Year Supplemental
CE 2red Year Expenditure E stimates

4] | v
Hesst
| Agency: 105 o 50153

6. In the last row of the Version column enter any two-digit code (numbers and/or letters in any
order) to distinguish this version then hit the Tab key. LI Note: Your version code entered
here is independent of any previous version codes in prior BDS budget periods, BPS?2
indicators, or published budgets available in the BASS Version Reporting System. This code
is your own. <Your initials>

7. Assign a title to your version and hit the Tab key. The title may be anything that helps you
distinguish what this group of related decision packages represents. <Your Name> Practice

8. Select Enacted from the list of Budget Sources available in the dropdown list.

9. Select Regular from the list of Budget Types available in the dropdown list box and hit the
Tab key. You should now see the version you just added in blue font in the appropriate spot
of the version list (use the vertical scroll bar to scroll if not visible on the screen). It will be
sorted into the existing list based on the two-digit version code.

10. Hit the Save button to save the version.
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Option 2, Task 2 — Review and Edit Agency Activities

BDS copied all activities considered to be the “official” activities as of the last Governor’s budget into
BDS when you added the version in the previous step. This will be the starting point for organizing and
describing your activities to reflect the enacted budget. This may require adding activities for new
funding or deleting activities that have lost funding or are being consolidated into other activities.

8. Select Tools / Agency Activity Description from the BDS menu bar.

Select s Ackivily fram e list

Lctivity Fields Locked = t
AD0T Accouting Services for Dther Agercies [
AD02 Adminiztrative Achity s Bl itk

AD03 Asessment Fapments on State Lands

A004 Budget Drneer and Exparnditure Forecasts, Research, and Monitorg
AD0D5 Central Financial Systems Development and Mainbenance

A00E Collective Banganing

A007 Crrninal Hiztory Federal Grant

A008 Governors Budget Development

4009 Ofice of Regulatory Assistance

A0 Perzonal Sesvice and Client Service Contracts

A0 Populabicn E stimates, Forecasts, and Census Data

A012 Rizk Management

al | -Iﬂ

13 Available Actiities

I A A A A b L

?E.-denc_l,l: it S g Bul:b_HLﬂeL#.LL ................................ [ ................................... i

9. Select Reports / OFM Reports / Agency Activity Inventory from the BDS menu bar to run
the Activity Inventory report for reviewing the “official” activities.

10. Select No when asked if “Do you want this formatted for Word?”
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& & foor 5 A 1 o1+ pH-f;H Ei|

Pre\q'ewl

11.
12.

13.

14.

15.
16.

Agency Activity Inventory
by Agency
Appropriafion Period: 2005-07 Activity Yersion: EM - Enacted Recast

Agency: 105- Office ofFinancial Management

ADD1 Accounting Services for Other Agencies

The Office of Financial Mavagewent (OF M) provides compreherstes, cost-effecinee accounting, budgetmg, and pagroll services to
small agencies. Small fgency Client Services (SAC3) serves as the fiscal officer, financial sdvizor, budget officer, and service
coordirator 10 these ageneies, SACS saves the state money by corsolidating the badget, payroll, and sccounting setvices of stnall
sgEncies

Statewide Result Area: Improve the ability of State Government fo achieve its resulis efficiently and efectively

FY 2006 FY 2007
Tuital GFS Other FTEs Tatal GFS Orthver FTEs
W 1] € o w0 1] w0 [131]

Expected Results:

Diollay and FTE otaf¥ savinge for the state. Small agencies can fooue thetr efforte on echieving their mussices and goale. Mamtam
Click the printer icon to print the report.

Review the report to determine changes that need to be made to titles, descriptions, expected
results and performance measures.

Note activities that should be deleted because of a lack of funding or consolidation with
another activity.

Note that these fields may be locked in the “official” version meaning you will not be able to
update the locked field(s) or delete the activity. In this case you will need to contact your
OFM analyst to request the fields be unlocked so that you can make needed changes.

Click to select an activity that is to be deleted and is unlocked.

If you need to delete an activity, select Edit / Delete Activity from the BDS menu bar.

Activity Descnption Console - Activity Selection

R
" Edit Detail

Aetiv

Add Activity

e e ey

Actraly Fields Locked = ‘
ADE Gowvernor's Budget Development
AODS Office of Regulatony Assistance
ANND Pessonal Service and Chert Service Conlracts

A0 Population Estimates, Forecasts. and Census Data

4012 Bisk Management

AN Statevads Accourting Polcies and Repotting

A4 Statewsds Economic and Revenue Foiecasts, Fizcal Planning, and Rezearch
A5 Statewsde Policy Development for Governor's Office

ADNE Washington Commission for National and Community Services

AT WorkFast Program

e Compensation Cos

L =C| = = = |=C =€ = = =C|=C

ZZ Middle Management Reduction
o | e[
19 Avalable Activities

=
a

Agency: 105 Budget Period 200507 Version: EN Package Program:  Budget Levek ALL ' [50153
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17. Select File / Save Changes to permanently delete the activity.

18. Double click to open an activity requiring edits.

Activily Description Console - Activily Detail - Aclivity: ADDS
File Edt View Tools Reports Help

Actrvity Detail | Activity Resuls |
Code  Actvity Tite @

|- 00k ItEﬂIrEﬂ Finamcial Spsterms Development and Mantenance

Activity Degcriplion Primary Statewide Besuk ivaa B

The Office aof Financial Management's [OFM ) Cenbral Frnancial & Ilrrpluve the abdity of State Government bo achieve itz resultz Eﬂj
Systems Development and Mantenance section develops,
implernents, maintai, and supports statewids financial systems Addtional Statewide Resul Amae B [ Selected ltemz Ok
for uge by state agencies. The hnancial systems prosaded by -
OFM include accounting, budgeting, and repoiting systems that Supported Title
allows agencies bo manage thei inancial operations and budget | Improve student achievement in elerentary, middl
performance, OFM centrally provides these core financial B Improve the quality and produchvity of our workfor...
spstens s thal each agency does not have to develop, . .
operate. and maintain these systems individualy, ensuning the I Improve the value of Postsecondary Leaming
mairlenance of accurale and centialized accounting of the i =1 Improve the health of Wachington citzens
ot o Imprave the security of Washingbon's vulnerable ..

| Improwe the economic vialbty of businesses and .,

Irmsena. sbabmisiiela mobilie of rasnls. sands infe I:.J
*

il
Pragrams Affecled [e.g.. 00, 020, 030)
{110

| Agency. 105 Budget Period 200507 Version: EN Package Programe  Budget Lewel ALL | | 50153

19. Make changes to the title, description, statewide results areas, and program as necessary. £
Note: The field must be unlocked for you to make changes. Contact your OFM Analyst to
request unlocking.

20. Click on the Activity Results tab to view expected results and performance measures.

Achivity Descnption Console - Activity Detail - Activity: ADDS

Related Pedormance Measures I~ Selected ltems Only
Supported Pesformance Measure =
] 1010 Fazkack Peports -
¥ 10200 Travel Voucher System Youchers
# 8070 Harsds-off Payments
#

8020 Electrors: Payments

4 I tI:J
Evpecied Resulls &

Masmnize the value of the ale's investments in financisl snd sdminishiative syslems Shesmling business processes to make il easier 2]
for state employess to pelform ther pbs. Provide easy, timely access to valable infcemation o improve decision making and

operational effeciveness. Dive sn enteipiize-vade Ramewoik thal supooits the cost effechve delvesy of a modein, secue,

riegrated suke of financial and administratree spsbems.

21. Check or uncheck performance measures as needed to support the activity. L4 Note:
Editing performance measures, including adding and deleting, is thoroughly described in the
Performance Measure Tracking tutorial. Changes to performance measure descriptions are
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not recommended until the new Performance Measure Tracking (PMT) system is
implemented in early July 2005.

22. Update the Expected Results narrative as necessary to reflect the activity as funded. £
Note: Either Supported performance measures, an Expected Results description, or both are
required.

23. Select File / Save Changes to save changes to the Activity.
24. Select View / Activity Selection to return to the list of activities.

25. If you need to add an activity, select Edit / Add Activity.

Activity Descriplion Console - Activity Detail

| File Edi View Tools Reports Help

Acthvty Detail | Activity Resubs |

Code Activity Tithe
|r-1Ew1 ISWFE Trairig

Auctivity Dezenplion Prinary Statewide Aasult Area

Thiz activity supports raining agency customens in statewide 21 [Irr.pn:we the abilty of State Govermert to achieve ks 1esuks Bh‘j
francia systems,

Addbonal Statewide Besl Areas I~ Selected Items Only
Supported Tl =
Improvee sudent achisvement in elementany, madd,.. —
I~ Impronve the quakty and peodisctivity of our veorkfor,..
= Imprave the vahie of Pastsecandary Leaming
Improve the heakth of 'Washington citizens
x “ Improve the zecunty of Washington”'s vulnerable .

Impienee the economic vitaity of businesses and in...
Irmmrmasm ok abaueds makibh o nannla ameds e “

a I

Programe Alfected [e.g., 010, 020, 030
|1 11
 Agency: 105 Budget Peiiod: 200507 VYession: EN Packsge Programe  Budget Lewvet ALL | {50153

26. Enter the Activity code, title, description, statewide result area, and program reference.
27. Select File / Save Changes.
28. Select the Activity Results tab.
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Activity Description Console - Activity Detail

| File Edit View Tools Repors Help

Acthvity Detail Activity Resuls |

Related Perfomance Measwres [~ Selectsd Items Only

Suppaited Performance Meazurs
10 Fastrack Reports

1020 Travel Voucher System Vouchers

2N0 Hands-off Payments

8020 Electronic Paymenis

MEW Mumber of shudents tramed

k=i ] e

Expected Results
Improved accuracy of agency work and submittal to OFM = |

< |
' Agency. 105 Budge! Period: 200507 Vession: EN Package Programr  Budget Level ALL ' | 50153 .
29. Click to check performance measures that relate to this activity.

30. Enter the Expected Results narrative to reflect the activity as funded. £LJ Note: Either
Supported performance measures, an Expected Results description, or both are required.

31. Repeat this task for each new, deleted, or updated activity for your agency.

32. Select Reports / OFM Reports / Agency Activity Inventory from the BDS menu bar to run
the Activity Inventory report for reviewing the “official” activities.

33. Select No when asked if “Do you want this formatted for Word?”

34. Review the resulting report to ensure the activities read as you intend and accurately describe
the activities of your agency.
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Option 2, Task 3 — Create your bottom line recast

Option 2 is a method that agencies can enter the bottom line dollars by account and activity as
appropriated in one decision package. Knowing the activity breakout by decision package is not
required. You will be required to know your activity breakouts by program and activity before beginning

this task.

1. Select File / Add a decision package from the BDS menu bar.

w Add Mew Decision Package i

Mew Decizion Package
Enter the riormation below that wil define the new decizion package.

: View Decesion Package Codes
Budget Peniod | 200507 B g
: & Available for this Version
Varsion EM - Enacted B | -
I L e J 5 - Equipment Aeplacement Cos =)
A1 - Unanbcipated B Li
Budget Lesel |F'L - Perormance Level j @ .D”Fﬂﬂffgémﬁﬁfﬂ;ﬂﬁ
Drecizion Package Code $ gfwﬁﬂﬁﬁfﬁﬂm =
97« Hecast ko Achvily
FL 92 *indicates reusable codes
Package Program |Ag:my Level j
Package Title [Recsst o Aty
Fackags Long Titke |F| ecadt o Actaty ;,]
=
Iv Dpen this decision package aftes Save. Decision package fiter wil be mu::iﬁa:ii
Save Carncel

2. Enter the following decision package information and Save.

Budget Period — 2005-07

Version - <your initials> - <your name> Practice

Budget Level — PL

Decision Package Code — 9Z-Recast to Activity

Package Program — Agency Level

Package Title — Recast to Activity (cannot be changed)
Package Long Title — Recast to Activity (cannot be changed)
Open this decision package after Save... - Checked

L) Note: Package Program may be used to develop a separate recast for each agency

program. In this case use Package Program to determine the program for recast, and repeat
this Step for each program.

3. Once the decision package opens, select Edit / Expenditure Detail Amounts from the BDS
menu bar. £LJ Note: Narrative is not required for the Recast decision package.
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4. Select the Affected Programs/Activities tab.

5. Highlight Agency Level in the Affected Programs/Activities column and the < to move out of
the list.

Use the combination of available programs and available activities to list each needed
combination in the Affected Programs/Activities list.

Decision Package Console - Expenditure/Staffing Detail Amounts - PL-97 Becast to Achivity

File Edit “iew Toolz Reportz Help

Fund Detaill Objects of Expenditure Detail I FTE Detal Affected ProgramsAdctivities | E zpenditure Nntesl

Additiong ar rermovals of Affected Programsdéctivities in this window affect the expenditure
detail workzheets anly,

Programsdéctivities [including dgency Level] can be added to or removed from the Affected
Programsdd.chivities lizt,

Axallable Activities

Awailable Frograms Affected Programz/Activities

030 - Information Services

A004 Budget Driver and Expenditure

Agency Level = AN Accounting Services for Othels 01044002 Administrative Sctivity
010 - Adrniristration ADD2 Adminiztrative Activiky 01024003 Aszeszment Payments on 51
020 - Budget AN0F Azzezzment Payments on Stat > 02044004 Budget Driver and E=pendit

02048008 Governor's Budget Develop

040 - Accaunting & Adminiz

AND5 Central Financial Spstems Dew

0404001 Accounting Services for Otk
- Statewide Accounting AN0E Collective Bargaining

{040/8013 Statewide Accounting

0&0 - Statewide Policy ADDF Crminal History Federal Grant :

070 - Forecasting AN08 Governor's Budget D evelopme—

030 - M anagement AN03 Office of Regulatary Aszsistanc

033 - Rizk Management - Al A0 Perzonal Service and Client 5 ey

030 - Lid AM1 Population Estimates, Forecas e

110 - Statewide Systems x| |A4012 Risk Management =

Save | Cancel |

|.-’-'-.gen|:_l,l: 105 Budget Perod: 2005-07 “erzion: EM Package Program:  Decision Package: PL-32 | | h.0.153

6. Click Save to save the change and Yes to the message warning of deleting the agency default
column.

7. Select the Fund Detail tab.
&. Enter a row for each fund needed based on the recast and delete the 996-Z row.

9. Select the View / Freeze Key Columns option so that you will always be able to view the funds
as you use this BDS worksheet.
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| Decision Package Console

Expenditure/Staffing Detail Amounts

PL-9Z Recast to Activity

| e T

| Fund Detsil | Objects of Expendiure Detai | FTE Detal | Affected Programs/ctivities | Expenditure Motes |

sl Fund AT Tile Total FY'2006 i Total Fr2007 | sl | i | Sl | g
0011 General Fund - State 36,374,055 36682039 25154535 550125 1021112 1.3
Total Fund 001 36374055 36682039 25154535 25501235 1121112 1.2
0581 Public Works Assist - Stale 200,000 0 0 200,000 3
Total Fund 058 200,000 200,000 0 0 200,000 2
4196 DataProcessmgAev-Nondy 2,000,000 2 400,000 ] 0 ]
Total Fund 419 2.000,000 2,400,000 0 D ]
<~ Enter Fund Here
Total 38574055 39282039 25154535 25501235 1321112 141
PP M AT 77.856.094 50665770 | 2.73
i | »
;|Agmql: 105 Budget Peniod: 2005-07 Yersion: EN Package Progiam:  Decision Package: PL-32 50153

and Activity.

10. Spread the positive recast dollar into the appropriate column for each combination of Program

11. Repeat to reverse and respread the recast FTEs in the FTE Detail grid. £4J Note: There is no

requirement to recast by object as OFM does not ask for activities by object. Agencies may elect
to recast dollars by object if there is a desire to have these amounts readily available for

reference or analysis.

12. Select File / Save Current Tab Set to save changes to the worksheet.
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Option 2, Task 4 — Verify Enacted Version

Now that your decision package by activity reflects the Enacted Budget you will want to verify that this is
true and run a pre-release edit report to see if BDS finds any errors in the version.

1. Select Reports / Working Reports / Maintenance Level Totals for Activity Recast from the
BDS menu bar. L4 Note: Although the menu bar option reads that the report is for Maintenance
Level, the actual report is looking at all dollars and FTEs through Performance Level.

. Budgel Summarny Console - List Decision Packages by 1D

| Fle Edi View Tools Reports | Halp

- ez Decision Package Detail  »
List Decizsion Packages by i o R
Decizion Package Listing » E
Package | Dieci T | Agency  Progiam = .
Program | Pack e Friotity | Priarity i __L—I |
1 “Working Repaots Recommendation Summary [CB Detail)
2 | Recommendation Summary by Agency Prioity |
3 CL-02 [ 0N Benois d Muli-v'ear Hecommendation 5ummanys {
4 cLoz HI4/52 Integrated Permit 5 Maintance Level Tatak for Acteaty Recast
_____ B CL-04 59 Citizen Comp
& CL-05 Implement Collechve Bargaining 0 Final
il CL-08 Land Usze Shudy 0 Final |
=] CL-09 Medicaid Forecasting ] Final |
9 CLa0 Maonecon Damages Tazk Forcs ] Final I
D] CL11  K-12 Health Care Study 0 Final
1 | CL-3l Self Insurance CF 1] Final -
| o]
Sot | SetFiertasi |
|
| Agency: 105 Budgs! Peiod: 2005-07 Vession: EM Package Program:  Budget Lesel ALL | | 5.0.153

2. Verify that the report indicates no balances. £4 Note: A zero balance indicates that the all
dollars and FTEs are allocated to activities.

= [Toox - H M 4 T af1 PM m HM

State of Washingion
Budget Level Totals for Activity Recast

Agency: 105 Office of Financ ial AManagement 138:01FPL
Budget Period: 2005-07 402002005
Version: EN Enacted Recast

FTE Dollars
Program Fund 1st Year 2nd Year 1st Year 2nd Year
Grand Total 0.0 0.0 0 ]
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3. Ifthere are dollars or FTEs in the report you will be required to adjust the version until all dollars
and FTEs are allocated to activities. You know this to be true when the report lists all zeros.

4. Click the printer icon to print a copy of the report if the report is not all zero. You have two
options for correcting the activity totals.

5. Click Close to close the report and return to BDS.

6. Open decision package PL-9Z to adjust the dollars to correct the report if it does not reflect all
ZEerO0.

7. Select File / Exit to BDS Menu from the BDS menu bar.
8. Select Verify Data to be Released to OFM / BDS Budget Data from the BDS menu.

= Pre-Release BDS Budgel Dala x|

Pre-Release BDS Budget Data
Make your selections bekow.

Budget Pesiod:  Budget Type:
{z00507 =] |Regular -

WVerzion:

IEN - Enacted Recast _v=

Package Program:
JaLL B
Decizsion Package:

m ]

oK 1 Cancel i

9. Select the appropriate Budget Period, Budget Type, and Version for the Enacted Recast and
click OK to run. £4 Note: You cannot limit to a particular package program or decision
package when the Budget Source of the version is Enacted Recast.

10. Review the report for critical errors and warnings and click Close when completed. A complete
listing of errors is available in Appendix 1 — Pre-Release Edits.
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| % & & %= 10z v|;44| 1dt » oM om | W el

Pevies |

=l
|

BAZE EDE State of Washington

Budget Development Systern Pre-Release Edits Report

Budzet Perid: 2005-07

Agency: s Cifflce of Financial haragement

YVersion: EM Enaeled Fecast

Package Program:  ALL
Deecigiom Pax bage: ALL

General Critical Errors (9)

Dieezripticn,

Sgency level bodget total of $14,343, 796 doss not watch the CFM boodget total of $16,277,000 i fued 00L-1 for fiscal year 2006, The diffirenee in 51,933,604,
Agency level bodget total of §13,792,851 does not maich the OFM biadget total af §15,221,000 in furd 0011 for fical year 2007 The differsnce is §.1,428 149
Agency level bodget total of $23,522,000 dees not match the OFM budzet total of $23,510,000 m furd 001-2 for the baeanmen. The difference 1= 312,000
Sygency brve] bodget total of 30 does not watch the OFM bodget total of $200,000 m fond 058-1 for the bisemiaz, The diffarence = §-200,000

Agency level budget total of §20,527, 200 doss not match the DFN budget total of $22,534000 in fusd 4154 for the bennsum, The diffsrence is §- 1,796,200
Agency level bodget total of $2,033,000 does rot match the OF MM budget total of $3, 102000 m fuxd 436-5 for the beennaum.  The difference Fi'ﬁgr;tbd:s_rpl
Bugency lovel bodget total of 337,501,000 does not waich the OFW knadget total of $22,445,000 in furd 546-6 for the bismodum, The difference is 315,352,000,
Agency level budget total of 135.2 does not match the OFN budget total of 263 3 for fiscal year 2006, The difference i5-3.1 FTE=

Hugency leve] baodget total of 265 3 does not match the OFM budget total of 262 2 for fiscal year 2007, The difference 12 -2 9 FTEs

_pia_releass. mash

The most common critical error will be that the version does not match control
totals. The control totals are compared to the Enacted Budget, as it exists in
WinSum. You can view these totals for yourself using BASS’ Version Reporting
System (VRS) by running a Fund and FTE Detail by Fiscal Year on the version for the
biennium that is titled “Enacted Budget”. Contact your budget analyst if you have
questions or concerns regarding the control totals.

11. Make corrections as necessary to resolve all critical errors.
12. Review each warning error to determine if further action should be taken.

13. Re-run the Pre-Release Edit report to verify corrections.

Page 40 of 45



Option 2, Task 5 — Release Version

Now that your decision package by activity reflects the Enacted Budget you will want to verify that this is
true and run a pre-release edit report to see if BDS finds any errors in the version.

Select Exit to BASS Main Menu from the BDS menu.

Click on the icon for Release Data to OFM on the BASS main menu. L4 Note: You do not
have the security to release data to OFM if you do not have this option on the main menu.

&

Agency: Office of Financial Management
PMTES - Tracking

Select the BDS tab.

BOS - Other

~Release Budget Data te OFM
Budget Period  Budget Type Yersion
E 2005-07 _':I | A - Redular '_""j I EM - Enacled Recas _':'J

F Include Marrative, Fund, FTE and Revenue.
Package Program
E:.:.__._!...;..'-.., __»J

Decision Package

E:.:.:.:_.:.'-: ecizion Package .L]

™ Include Working Capital.

Felease i

Select the Budget Period, Budget Type, and Version for release. L Note: You will not be
able to select a specific package program, decision package, or working capital when
releasing an Enacted Recast version.

Click the Release button.
. You should receive a message that the data has been released.

Exit and Logoff BASS.

Congratulations, you are done!
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Type

Budget must
match control
totals of enacted
version

APPENDIX 1 — PRE-RELEASE EDITS

General Edits — Critical Errors (require correction)

Explanation

The total budget, all budget levels,
(rounded to the 1,000 after rollup)
must match the official enacted
version in WinSum at the
appropriated level by account and
FTEs.

Appropriated level will be checked
either by fiscal year or the
biennial total based on the
appropriation level for the fund.

FTEs are checked by fiscal year.

\ Sample Error Message

SubProgram: Program 010,
SubProgram 50 budget total of $500
does not match the OFM budget total
of $385300 in fund 001-1 for fiscal
year 2004. The difference is $-
384800.

Program: Program 010 budget total of
$50000 does not match the OFM
budget total of $38530000 in fund
001-1 for fiscal year 2004. The
difference is $-38480000.

Agency: Budget total of $152326008
does not match the OFM budget total
of $12773000 in fund 001-2 for the
biennium. The difference is $-
446992.

Activities without
PMs or Expected
results

Beginning with the 2005-07 budget
- Activities that do not have
performance measures or expected
results identified should not be

submitted to OFM.

Activity XX — TITLE does not have
performance measures or expected
results identified. Please update the
activity description to include these
items.

Total of all decision packages

The total of all Decision packages (all

Total budget must | rolled up must be available by budget levels) must be available by
be available by activity. activity either by assigning activities
activity in the decision package or recasting
the total amounts using PL-9Z. The
Budget Total for Recast report will
provide the detail of discrepancies.
On the budget release an edit check | Performance Measure XXX does not
Performance will be performed to determine if exists in Pending, Approved, or OFM

Measure does not
exist in Pending,
Approved or
OFM Inactive
Status

there are any Activity/ Performance
Measure relationships or any
Performance Measure Budget
Amounts tied to Performance
Measures that have not been
released to OFM (e.g. Pending,
Approved, or OFM Inactive status).
If there are, the budget release will
not be allowed. The user will be
notified that all Performance
Measures tied to the budget need to

be released before the budget can

Inactive status. Please release
Performance Measure data prior to
releasing BDS Budget. Alternatively
you may unlink this performance
measure from Activities in the BDS
version.
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Type Explanation ' Sample Error Message
be released. edit check.

General Edits — Warning

Explanation Sample Error Message
Activity XXX that do not have incremental Activity XX does not have any
Activities estimates tied (or budget total cumulative) decision package estimates
without should not be sent to OFM. associated with it.

estimates
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TUTORIAL EVALUATION

BDS Enacted Recast

This tutorial was helpful in getting me through the
business process

This tutorial was helpful in getting me through the system
technical processes

Additional training was not necessary given the structure
and content of this tutorial

The steps of the tutorial successfully anticipated the
special needs of my agency

The tutorial was clear, concise, and easy to
understand

| did not need to request additional assistance to
complete the business process

It was easy to find answers to my specific question
in this tutorial

The best feature of this tutorial is:

Strongly Strongly
Disagree Agree

1 2 5

1 2 5

1 2 5

1 2 5

1 2 5

1 2 5

1 2 5

The worst feature of this tutorial is:

| found errors (grammar, punctuation, spelling, conceptual, technical) on the following pages:

Other comments:

Thank you for taking the time to complete this survey. This information will be used in revising this
tutorial as well as developing future BASS tutorials. Please remit to:

Office of Financial Management

Attn: Vicki Rummig
Mailstop: 43113
Olympia, WA 98504
Or fax 360 586-3964
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